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Job Aid: How to Print Certificate of Completion 

Purpose: Use this job aid to learn how to print certificate of completion. 

 
1) Log in to the HHS Learning Portal.  On the Home page, navigate to Learning and then to the Completed Learning 

sub-menu. 
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2) Provide the required search criteria and select Search button.  Select the Print Certificate link. 

 

3) The Select Certificate Template popup page will appear. 

4) Select the available template. 

5) This concludes the job aid. 


